2.

.3‘

&,

S
6.

T»
B.

G

s. Employes file .

b, Lemve Record (Form 1137)

c. Tims and Attendsnce Report (Form 1136)

d. Time and Attendsnce Report and Pay Roll Change
8lip (Form :

e. Persosnel Information Card (Porm 37-6)

£. Request for overtime spproval (Form 32-3)

g« Personnel Action Request (Form 37+3)

Msintaine personnel relatioss records, such eas countributions,
velfare funds, etc, .

Copdncts preliminary employment intervievs apd refers

/ applicants to division personnel.

Distributes pay checks and personnel forme.
Conducts treining of new clerical persondel.
W security check rosters.

Maintsins Agency regulations end notices.
Conducts routine procedursl studies.

Consolidates T/0 requests and sssists in the preperatiom of
Justitications.

B. Stetestical Control

i
2.

3.

Aspesbles data for weekly activity reports.

‘monthly status reports for /gency gomponents, indlicating
passenger and freight movesent.

Compiles dsta regarding volume, cost, etc. of CIA peasenger
anft freight movement and prepares enalytical reports.

C. Office Administrs ation

1.

2.
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Contects supply officers, preperes requisitions and procures
office supplies and squipment.

Procures necesssyy office epece frow P&S Adminigtrative Staff.




1. Assesdles prepered budget date for reviev by division chief.
Coupletes budgetary forms.

2

3.

5,

2.
3.
k.
5.
€.

s. Non persomal services {Fors 32*1'{}
b. Personsal Requirements (Form 12.25

 ©. Justification of Estimetes (Form 32-23)

4. Sumary by Object Class (Form 32-24)

Maintaine Advice of Allotment Authorization {Form 32-5)
and Uniform Chart of Allotment Accounts.

Receives carrier invoices end bills of imding and checks
a?immmwﬁippmcmzim{wmmmam
billing. -

Insets travel sutborizations, shipping requests and allotment
sccount musbers in invoices and bills of lading. .

Executes Transportstion Vouchers smd Cargo Payment Vouchers

MAintains sccounts of invoices received, peyments due,
TH's iesusd and relsted data.

Contacts carriers to obtain refunds op unused tickets.

Logs all incoming and cutgoing correspondsnce, communlcations,

forms snd documents by

8, dste

b, BOUrCe

¢« #Subject

d. destination

a. clsssification
. suspense date

Mainteine chronologicaleadble files and dispatch mainfests.
Destributes ceble mples and prepsres csdle boards.
Receives receipts for outgoing classified material.
Inserts case file or shipping numbers in comsunications.

Checks outgoing meterial for proper addressing, packaging,
pecessary signatures, proper writing pepers. -

Meintsine Top Becret control files and sssigns Top Secret
Control mmbers.

I S BT T

L
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3; Assembles material for pick-up by out.sida messengers
and carriers.

10. Sorts incoming moterial snd performs regularly scheduled
and special messenger service throughout the division.

1l. Beintains c:eﬂsa degignation files:

8, True nape and code number
b. Code nusber crose index
., Pseudonym or cryptonym and t:antrol nunber

and endorges division personnel on code designations used
in commmicetions.

12. Meintains alphadetical and chronologicsl correspondence
' files snd sdministers & file charge-ocut system.

7. Movement Comtrol

1. Assigns control nusbers and uintains p&uenger snd freight
movement control cards.

2. Maintains, sssigns mumbers to and charges out pasgenger and
freight movement case files.

3. Answers inquires regarding status of passenger and freight
novenents.

h. Insets travel and shipping forms and documents in case files
for proper routing.

5. Combines and packeges travel and shipping documents and papers
for routing te other Agency components.

6., Mainteins émstic travel logs indicating:

%, Neme of traveler

b. Destinstion

c. Mode of travel

4. REspenditure for travel
7. Prepures deperture notices on basis of movement control cards.
8. Preperss sumary data for statistical amalysis.

9. Forwvards shipping and travel files to overseas statioms.
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